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NOTICE [ 351
S h—

ACENCY SURVEY OF MICROFIIM OPERATIONS

1. Congress has reguired that a Government.wide survey of micro-
¢1lming operations be confucted. The Becords Mensgewent Divielon of ihe
Menagewent Stelf is responsidle Por conducting & survey of wicvofilwing
cperations in this Agency in order to effect msximun sconomy and prowvote
the most effective utilization of egquipment.

2. The atteched gquestiommaire is to be utilimed in the initiel evalu-
ation of microfilming operstions. It shall be the vesponaibillity of the
Deputy Director {Intelligence), the Deputy Director (Adminietretion) the
Depuiy Mrector (Plane), the Director of Treining, the Assistant Director
for Commnications, and the Assistant Director for Personmel, to ensure
conpletion of the questionnaire by all orgsnirzations] components under
their jurisdiction.

4. Only those organizational units which ere in possession of "micro. |
£iim equipnent” or are engaged in "mierofile operations™ withia the follow-
ing meaning of the terms ave required t0 cowplete the guestliomngire.

"Microlils equipment™ weans nicrofils cewerse, sutosatic
Teeders, enlargers, sutosatic film-developing and Tils- !
printing equipment snd microfils readers used in Pllming ) |
and inspection processes. It does BOT igeliuvde spiicers,
rewinders and manusl type Tilm development kits.

“Sierofila operations” includes resrrangement of records

prepavatory 1o Tilming, checking of accurscy of sequence

of records preparatory to filwing, removing staples and

wending papers preperatory to filming, insertion of

special targets, Tilming, filw developing, Tils inspec-

tion, retakes mnd splieing, carton labeling and super-

vision; vhethsr performed Yy your organizetion or other

unites within the Agency.

4. Bupplies of the guesticmnaire anf help in £11ling them out may be

obtained from Aves Records Officers. One copy of ithe coupleted guestion-
patre will be forwarded to the Records Management Division by 30 July 19%h.

R TEE DINECTOR OF CERTRAL IWTELLIGENCE:

. L. K. WHITE
{Admintatration)

APTACHVENT
Form 36-206, Miecrofilm Survey
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